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INCREASING fuNdAmENtAl PlANNING CAPACItY
Writing a Request for a Proposal (RFP) Using Qualifications Based 
Selection (QBS)
description
When a community does not have the specialized talents or knowledge regarding certain pertinent topics, it may become 
necessary to seek assistance from outside vendors or consultants through issuance of a request for proposals (RFP).  
Qualifications based selection (QBS) is a fair and objective process to select professional services.  This process allows a 
community to procure professional services based on a vendor or firm’s qualifications in relation to the project.  QBS does 
not use price as the primary selection criteria but uses a vendor or firm’s qualifications and competence to complete a 
specified project.  The QBS process also takes advantage of a professional’s knowledge and expertise in a particular field 
by working with them to define the project.

A vendor or consultant’s performance on a project can determine the outcome and success of the entire project.  Select-
ing good professional services is key to a successful project; the vendor or consultant should have the ability and experi-
ence to complete the project successfully.  QBS is only required by law for projects using federal funding but provides a 
good guide for selecting a professional for any project a community undertakes.

When requesting a Statement of Qualifications, an RFP should require:
• The vendor or firm’s name, address and brief history/ background.
• Resumes of key personnel that will be assigned to the project.
• A short narrative as to the firm’s interest, particular abilities and qualifications related to this project.
• Description of other projects produced by this firm and key personnel pertinent to this project.  This should also 

include reference contact information.
• Examples of knowledge, expertise and/or experience with other related work.

Steps for Qualifications Base Selection (QBS):
First, a community should define what they want and need for a particular project.  The community should then solicit 
Statements of Qualifications from outside vendors and firms through issuance of an RFP.  The professional qualifications 
of those who respond should be reviewed and a short list of three to five firms should be identified for further evaluation.  
A community should fully explore each of the short-listed firms by talking with references, analyzing projects and inter-
viewing the proposed staff members.  After the short-listed firms are interviewed, a selection committee should rank all of 
the firms.  

The second major step in QBS is to define the scope.  This should be done in conjunction with the highest ranking firm in 
order to take advantage of the firm’s expertise in the field.  After the scope is defined, contract terms should be defined.  
All parties, the community and the firm, need to agree on the scope of work and contract terms.  

Finally, a fee proposal should be determined and agreed upon.  If the scope of work, contract terms or fee cannot be 
agree upon, the community can go through defining these items with the next most qualified firm (from those short-listed).  
When all parties are in agreement on these items, the community and firm enter into a written contract and proceed on the 
project.  

Some agencies and funding programs might have specific requirements that vary from the above process.  Where outside 
funding is involved, communities should check with the agency responsible for administering the program and comply with 
their guidelines for procuring professional services.
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Relevant Statutes

•  U.S. Public Law 92-582 (Brooks Act)
• U.S. Public Law 100-464

Capacity Recommendations
This tool is meant to be used by all communities.  

Guidelines / Considerations for Implementation
• Evaluate qualifications submissions for content; graphics can enhance a proposal but can also attempt to make 

up for lack of content.
• Submissions can be rejected if they do not meet your community’s needs.
• Be as specific as possible about your needs.
• Be sure to identify submittal procedures, deadlines and any special requirements related to content or format 

expected.

Example Ordinances
No example ordinances are available for this tool.

Example Studies
• The Indiana QBS Coalition supports the use of QBS and educates communities in Indiana of the benefits of 

procuring professional services through this process.  Their website features communities who have successfully 
used QBS for projects.  [http://www.qbsindiana.org/awards.html]

Helpful References and links
• The Indiana QBS Coalition has many references and communities that have successfully used QBS.  The website 

includes features such as a user’s guide (this will walk a community through the QBS process and forms) and 
QBS tools.  [http://www.qbsindiana.org/index.html]

• The American Council of Engineering Companies outlines the QBS process and the benefits of selecting profes-
sional services based on QBS.  [http://www.acec.org/advocacy/qbs.cfm]

Helpful Contacts
• The Indiana QBS Coalition is an organization that promotes the use of QBS in procuring professional services.  

They offer various services and guides for communities wanting to utlize the QBS process.  

Indiana QBS Coalition
55 Monument Circle Suite 819
Indianapolis, IN 46204
Phone: 317-637-3316
Facilitator Email: kfavory@insightbb.com
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Other Possible funding Sources
No other funding sources have been identified for this tool.

Program Objectives and Issues Addressed
• Building Planning Capacity
• Lack of planning capacity or specialized knowledge 
• Implementation of plans

See Also
• How to Hire a Consultant
• Partnering
• Regional/ Intergovernmental Planning


